Index to THE OFFICE, Volume 43 
January through June, 1956 


Accounting, A Low Cost System of Industrial, Fred C. Ward 

Accounting Operations, Machines and Men in, John H. Zebley Jr. 

Accounts Payable System, Rack Jobber's, Jules Levin 

Assistant, 12 Ways to Develop Your, B. W. Elsom 

Automation and Leadership, Banks Give Attention to, Fred F. Florence 

Automation in an Office, The Effects of 

Automation or You'll No Longer Compete, Be Ready for, J. C. Hodges 

Automation Research at Minneapolis-Honeywell, Alfred M. Wilson 

Baseball Ticket Sales, Figuring 

Billing System Needs No Daily Posting, "Utility", A. H. Geisler 

Blues: Its Cause and Its Cure, White Collar, Timothy W. Costello 

Bosses Are Better Liked, Office, Donald A. Laird 

Britain Enjoys a Period of Greatest Development, Harry Ward 

British Workers Are Doing Office Work, 10% of, Lord Lyle of Westbourne 

Business Doesn't Lag in a Presidential Election Year, Paul J. Viall/ 

Ceilings Are Integrated, Now 

Change, the More They Are the Same, The More Things, Frieda Kraines 

Coding for Automatic Machine Processing, A Universal System of Address, 

Danie! L. Grant 

Collator Pays for Itself on First Job, James E. Williams 

Communication, Wrong Attitudes Block Employee 

Coordination: The Key to Effective Administration, Herman Limberg 

Copying Equipment Allows Issuing Company Telephone Directory More Often, 
Helen E. Jennings 

Cost Planning and Control Is Big Managment Problem, Charles R. Israel 

Costs, How to Reduce Your Clerical, Fred E. Shelton Jr. 

Criticism and Profit by It, Learn to Take, B. W. Elsom 

Dictation Through Regular PBX Extension Telephones, Joan H. Coyne 

Duplicating Function in a Large Office, The, Warren |. Fillmore 

Duplicator Saves $12,000 a Year in Order-Writing System . 

Educational Program Helps Banks Fight Fraud, Full, Robert F. Goodwin 

Electronic Computers for the Smaller Office, Eugene J. Benge 

Electronic Office, Qualifications for Supervision of an, Dr. John W. Carr Ill 

Electronics Is Rough but Rewarding, Preparing for, Emerson F. Cooley 

Electronics, Use Present Machines to Compete With, Pau/ Kircher .. 

Employee Relations, Right or Wrong in Feb., 90; Mar., 143; Apr., 109; May, 

Employees Only Seem to Be Stupid, New, B. W. Elsom .. ; 

Equipment, Best "Buys" in Office 

Equipment Compels Review of Present Procedures, New, Kenneth P. Morse 

Filing, Finding Is More Important Than 

Floors, How to Wax 

Form, When to Discard an Obsolete, Edmond W. McNamare 

Forms Control for Decentralized Offices, Decentralized, Ray Marien 

Healthy To Be an Executive, It's Not, Sidney Feldman 

Idea's No Good—We Tried It!, That, B. W. Elsom 

Index, The Alphabetical Name, Peter J. Doyle 

Internal Auditing Viewed in Its Proper Perspective, Frank W. Lennon 

Inventory System, Manufacturers Could Provide a Universal, L. E. Griffith 

Lighting, Office Building Designed for High nese High Frequency 

Linen Services Designed for Offices 

Machine Accountants’ Annual Convention .. 

Management: Take Nothing for Granted, Resolution for, Robert N. Wallis 


Tue Orrice—June, 1956 





Methods Improvement, Best Areas for 

Microfilm Widens Its Applications, Unit Filing of, R. W. Batchelder 
Music Accomplish in Offices?, What Does Functional Background 
Nepotism in Business?, How Dangerous Is 

NMAA ‘Members to Become Electronic Accountants, Robert O. Cross 
NOFA Convention and Exhibit in St. Louis, March 3-5 

NOMA Conference in Philadelphia, May 20-24, 37th Annual 
OMAC's Annual Seminar and Business Show, Feb. 13-15, in Chicago 
Overtime Wages, What Smaller Offices Should Know About, Rob/ey D. Stevens 
Paper Chase, The, Les/ie H. Matthies 

Paperwork's Objective Is to Produce and Sell Products, W. A. McClintic 
Photocopier Saves Sargent & Co Over $15,000 a Year 

Piecework Production, Controlling, Felix Bardach 

Pilot Does Most of His Work at His Desk, Test, Gladwin Hil/ 

Politics, Office, Pau/ J. Latzer 

Procedure Writing, Playscript, Leslie H. Matthies 

''Psychoanalyze’’ Your Boss, You Too Can, Dorothy Gray Smith 
Punched Cards in the Office, Save Money by Printing, Arthur W. Clark 
Purchase Orders, Argus Cameras Saves $10 Each on Local, Seymour Rosenberg 
Railroad Accounting is a Highly Specialized Job, R. E. DeNeefe 
Schools Attract Smarter Students, Business Can Help, Russel// J. Hos/er 
Schools Now Require from Business, What the, E. C. McGil/ 

Seeing Problems, On-the-Job Analysis Solves, Marsha// Hayes 
Sentences, Use Shorter, Les/ie H. Matthies 

Small Businessmen, Too, Need Office Machines, A. B. Carruthers 
Southern California Business Show, April 24-27 in Los Angeles 
Space Is Underestimated, Future Office 

Specification Development in Smaller Civil Agencies, John G. Krieg 
Speed Can Be Expensive!, Les/ie H. Matthies 

Stock Transfer Job, 20 Million Items Processed in Big 

Supplies for Centralized Purchasing, Standardize, A. W. Soel/ 
Systems Man Must Become More of a Generalist, Edmund D. Dwyer 
Systems Standards and a Body of Knowledge, Need for, Bruce L. Smyth 
Tabulating Society Serves Its Members, How, Harold Cattanea 
Timecard Control System Keeps Work on Schedule, Russe// G. Harsch 
Trainee Allowances for Clerical Time Standards, Emanuel Kess/er 
Training Programs Don't Train Executives, Formal, Frank L. Rowland 
TV in Main Office Transmits Records to Branch Office 

Wolf, Trapping the Office, Ernest W. Fair 

Women in Today's Offices, Of Arms and the, Cassandra D. Waterman 
Women on the Job, More 

Work Distribution, How to Apply, William C. Nickell 

Work Measurement. How Sma!! Offices Can Use Clerical, Martin Smith 
Work Measurement Programs Fail, Why, Edmond W. McNamara 


Index to New Products, 
January through June, 1956 


ACCOUNTING MACHINES 


National Cash Register Co n., 18 Fremaco International, In Jan., 200 
Underwood Corp e | Regna Cash Registers, Inc Mar., 158 
Resulta Adding Machine Co Feb, 146 
ADDRESSING EQUIPMENT, SUPPLIES 

Addressograph-Multigraph Corp Mar., 207 


Burroughs Corp June, 120 
ADDING MACHINES Dashew Business Machines, Inc Jan., 168 


Felt & Tarrant Mfg. Co Eureka Specialty Printing Co Feb., 138 


ACOUSTICAL TILE 
Armstrong Cork Co 
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Master Addresser Co 

Multistamp Co 

Sten-C-Lab| 

Weber Marking Systems Mar., !82 


AIR CONDITIONING (HEATING 
AND VENTILATING) 

Airtemp Div., Chrysler Corp 

Architectural Products Div., 
Burgess-Manning Co. 

Budlew Products Co 

Carrier Corp 

Diehl Mfg. Co. 

Michae! Electric Co 

Radex Corp. 

Spitzka Mfg. Corp. 

United States Air Conditioning Corp 

Worthington Corp. 


ALARM SYSTEMS 


Research Products, Inc 


ASH TRAYS 
RayMar 
Smo-King Products Feb., 120; 


AUTOMATIC PROCESSING EQUIPMENT 


Addressograph-Multigraph 
Sepa Tel. & Tel, Co. 
Burroughs Corp 
Electronics Corp. of America 
Commercial Controls Corp. 
Mar., 160; Apr., 154; 
F 


Cycle Equipment Co : 
Dashew Business Machines Inc. Mar., 161; 
Datamatic Corp. : 

Dresser Products, Inc, 

Fischer & Porter Co 

Monarch Metal Products, Inc, 

Moore Business Forms, Inc 


Remington Rand Div. Jan., 161; Feb., 127: June. 
Telequipment Corp. of America Apr., 
Underwood Corp. . Jan., 165; May, 173, 


BINDERS 


Elbe File & Binder Co Jan., 


BOOKSTAND 
Tiffany Stand Co Jan 


BUSINESS CARDS 
R. O. H. Hill, Inc 


CALCULATORS 


Burroughs Corp 
Victor Adding itachine Co 


CASH DRAWERS 
Indiana Cash Drawer Co 


CASH REGISTERS 
Regna Cash Registers, Inc 


CASTERS, GLIDES 
Adjustable Caster Co, 


CHAIRS 

B. L. Marble Chair Co 
Milwaukee Metal Furniture Co 
Precision Mfg. Co. 

Taylor Chair Co. . 

Wells Chair Corp. ... 
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COFFEE, FOOD VENDERS 
Coffee-ette of America, Inc 
H. J. Heinz Co 
Interstate-United Coffee Corp 
Vendo Co 


COIN CHANGER 
Metal Products Engineering Inc., 


COIN SORTER 
J. B. Carroll Co 


COLLATORS 
Associated Industrial Designers 
Collamatic Corp. Jan., 168; Mar 
Graphic Arts Development Co 
Johnson Research Corp. ; 
Thomas Collators, Inc. 

Feb., 133; Apr 


CONTROL BOARDS 
Methods Research Corp, 


CONVEYOR SYSTEMS 


Lamson Corp. 


COPYHOLDERS 


Edanbob Mfa. Co. 
Pres-To-Line Corp. of America 
Speed-Spacer Co - 


COPYING MACHINES, SUPPLIES 
(Also see Photocopying Equipment) 

Haloid Co. 

C. F, Pease Co. 

Technifax Corp. 


DESK ACCESSORIES 


Columbian Art Works, Inc. 
Gra-Flex Signs, Inc. 

D. C. Hey Co 

Keith Clark Inc 

Lindenware Co. 

Mayer Mfg. Corp 

Bert M. Morris Co 
Sainberg & Co. 

Wama Co 


DICTATING EQUIPMENT 


American Dictating Machine Co 

Comptometer Dictation Div., Felt & 
Tarrant Mfg. Co 

Dictaphone Corp 

Thomas A. Edison, Inc 

Federal Telephone & Radio Co 

SoundScriber Corp. . 


DRAFTING EQUIPMENT 


Arnot-Jamestown Div. 

Aetna Steel Products Corp 
Emmert Mfg. Co. 
Handee-Dandee Products, Inc. 
Stacor Equipment Co. 
Universal ore Machine Comp, 
Walpole Co. : 


DUPLICATING ACCESSORIES, SUPPLIES 
(Also see Offset Accessories) 


American Stencil Mfg. Co. .... Apr., 
Bohn Duplicator Corp Jan., 
Columbia Ribbon & ae Mfg. Co. .Mar., 
185; June, 
Flash Box Opener Co. ...... ot ...-Feb., 


A. B. Blek Co, .. Jan., 170; Te. 
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Milo Harding Co 
Krayer Mfg. Co. 
Landon Laboratories 
Michael Lith, Inc. 
Pryor Steel Stamps 
Scott Paper Co 
Sten-C-Labl, Inc 
West Disinfecting Co 
X-acto, Inc. 7 


DUPLICATORS, OFFSET 
Addressograph-Multigraph Corp. 
Davidson Corp 

A. B. Dick Co 


DUPLICATORS, SPIRIT 
Ditto, Inc. 

Du Prints, Inc. 
Rex-O-Graph, Inc 


DUPLICATORS, STENCIL 
Milo Harding Co 


ELECTRONIC EQUIPMENT 
(See Automatic Processing Equipment) 


ELEVATORS 


Elevator Service Co. 


EMPLOYEE BOOKLETS 
Kirkley Press 


ENVELOPES, CONTINUOUS 


Curtis 1000, Inc. 
Newark Printing Co 


FABRICS 
Cheney-Greeff & Co 


FILES 


Acco Products, Inc. 
Agepa, Ltd. 

Columbia 

Diebold, Inc 

Dolin Meta! Products, Inc 
Estey Metal Products, Inc. 
Ferris Business Equipment, 
Jayem Sales Corp. 
LeFebure Corp. 

Momar Industries 

Oxford Filing Supply Co. 
Reed Mfg. Co 

Remington Rand Div 
Sedgwick Equipment Corp 
Vue-Fax Corp 


FILING SUPPLIES 


Acco Products, Inc 

Aico Indexes 

Amberg File & Index Co. 
C. L. Barkley & Co 
Cel-U-Dex Corp 
Columbia 

Labelon Tape Co 
Neenah Paper Co 

Office Products Inc 
Smead Mfg. Co. 
Southern Folder & Index Co. 
U-File-M Binder Co. 


FLOOR MAINTENANCE 


Hild Floor Machine Co 
Walter G. Legge Co 
U.S. re Ms epeciaiti es Corp 
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FLOOR MATS 
Maso Steel Products 


FOLDING MACHINE 
Martin-Yale, Inc 


FORMS 

American Lithofold Corp 
Baltimore Business Forms Co 
Carteret Printing Co 

Hautau & Otto 

G. W. Herndon Co. 

Moore Business Forms, inc. 
National Blank Book Co 


FURNITURE 

Arnot-Jamestown Div., Aetna Steel 
Products Corp 

Art Metal Construction Co. 

Barricks Mfg. Co 

Hamilton Mfg. Co. 

Maine Mfg. é 

Precision Mfg. Co 

Taylor Chair Co 

Textileather, Div. General Tire & 
Rubber Co. 

Yawman & Erbe Mfg. Co 


HANDTRUCKS 
L-S Heating & Engineering Co 
Valley Craft Products, Inc 


INSURANCE 
Mutual Life Insurance Co. of N. Y 


INTERCOM SYSTEMS 


Automatic Electric Sales Corp. 
David Bogen Co 

Federal Telephone & Radio Co. 
Kellogg Switchboard & Supply Co. 


LADDERS 
Milston Corp 


LAYOUT EQUIPMENT 


M & M Industries 
Repro-Templets, Inc 


LECTERNS 
Smith System Mfg. Co 


LETTER OPENER 
Standard Stationery Supply Co 


LIGHTING 


General Electric Co., 

Luxo Lamp Co 

Swing-O-Lite, Inc. 

Sylvania Electric Products, Inc 


MACHINE STANDS 

Hardware Engineering Co . Apr., 
Meilink Steel Safe Co June, 
Stolper Steel Products Corp Apr., 


MAILROOM EQUIPMENT 


Bernay Products Co. Feb., 
Chesley Industries, Inc | 
Cummington Corp. May, 
Dennison Mfg Co June, 
General Stationers Supply Co. Feb., 
Pitney Bowes, Inc. ....Jan., 204, 209; Mar., 
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MASSAGE CUSHION 
Niagara Mfg. & Distributing Corp. 


MICROFILM EQUIPMENT 


Filmsort Div.. Dexter Folder Co. 
Hanimex (U.S.A.) Inc. 
Radio Corp. of America 


MUSIC SYSTEMS 


Comax, Inc. 


NUMBERING MACHINES 
American Numbering Machine Co 


Bates Mfg. Co. . arp 
Reiner Numbering Machine Co, 
Weber & Son 


OFFSET ACCESSORIES, SUPPLIES 

Allied Litho Supply Co. 

Colitho Div., Columbia Ribbon & Carbon 
Mfg. Co. Apr., 142: 

Copy-Craft, Inc. 


Jan., 165; 


Davidson Corp. Apr., 160; May, 167; 


A. B. Dick Co. . 

Eastern Corp. 

Eastman Kodak Co. 

Filmotype 

M, P. Goodkin Co. 

Halber Corp. 

Holland Inks 

Mead Papers, Inc. 

Mergenthaler Linotype Co. 
NuArc Co. 

Offset Rubber Products 
Robertson Photo-Mechanix ........ 
Rochester Ribbon & Carbon Co. . 
Varigraph Co. . 


PAINT 
Luminal! Paints 


PAPER INCINERATOR 
Outdoor Oven Fireplace Co. 


PAPER DRILL CHUCK 
Pioneer Toledo Corp., 


PAPER STOCK 

Ditto, Inc. 

Gilbert Paper Co. 
Guaranty Paper Corp. 


Mead Papers, Inc. Mar., 156; Apr., 132; 


Neenah Paper Co. 
Strathmore Paper Co: 


PARLIAMENTARY PROCEDURE 
Pan-L-View 


PARTITIONS 

Irwin Casper, Inc. 

L. A. Darling Co. 

Marnay Sales & Mfg. Co 
Martin-Parry Corp. 

Mills Co. 

Move-A-Wall Steel Corp 
New Castle Products, Inc. 
Schieber Sales Co. 


PAYROLL EQUIPMENT 

Ayres Corp 

Delbridge Calculating imal 
McBee Co 

Remington Rand Div. 
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PEAKLOAD SERVICE 
Statistical Tabulating Co. Feb., 


PERFORATORS 
American Bank Equipment Co May, 


PHOTOCOPYING EQUIPMENT, SUPPLIES 
(Also see Copying Machines) 
Copycat Corp. 
Copy-Craft, Inc. 
Duophoto Corp. 
Eastman Kodak Co. . 
Peerless Photo Products, Inc. 
Feb., 109; Mar., 192; 
Photorapid of America, Inc, 
Remington Rand Div. 
Hermann Wolf GmbH 


PLUMBING PIPE CLEANER 
Miller Sewer Rod Co 


PRICE TICKET PRINTER 
Victor Adding Machine Co 


PROOFPRESS 
Challenge Machinery Co. 


ROLL CUTTING MACHINE 
Oscar |. Judelshon, Inc. 


SAFES 
R. C. Allen Business Machines 
Diebold, Inc 
Meilink Steel Safe Co. 
Jan., 196; Feb., 140; 
Mosler Safe Co 
Schwab Safe Co Jan., 192; Mar., 205; 


SHELVING 


Dolin Metal Products, Inc. 
Estey Metal Products, Inc. 


SORTERS 


Amberg File & Index Co. 
Associated Industrial Designers 
Kehthaas Co. 


STAPLERS 
Bates Mfg. Co May, 


STAPLERS, ELECTRIC 


Bostitch, Inc. Jan., 
Staplex Co. . Jan., 


STATIONERY ITEMS 


All-Rite Pen, Inc, June 
Amberg File & Index Co 
Mar., 207; Apr., 170; Lr 
Bathrick-Collins, Inc Mar., 
Fred Baumgarten June, 
Dennison Mfg. Co. June, 
Eagle Pencil Co. Jan., 
Evans Specialty Co May, 
Force Western, Inc Jan., 
Glue-Fast Equipment Co. Jan., 
Gringo ‘oy Co. ‘ May, 
J. Hajn Mar., 
Charles f ‘erbstreith Co. May, 
David Kahn, Inc. June, 
Douglas Homs Co. June, 
Koh-l-Noor Pencil Co. Mar., 177; Apr., 162; May, 
Labelon Tape Co. Apr., 
Lily-Tulip Cup Corp. Apr., 
Minnesota Mining & Mfg. Co...Mar., 167; June, 132 
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Morgan Co 

Newport News Forms Co 
Pryor . 

Rak Makers 

Seneca Novelty Co 
Henry C. Stephens Ltd 


STORAGE CABINETS 
Borroughs Mfg. Co 


TABULATING EQUIPMENT, SUPPLIES 
American Lithofold Corp 

W.H,. Brady Co. 

Edward Ochman Systems 

Punched Card Publishing Co 
Underwood Corp. : 


—W——W 
SN UNO 


SOnows 


i) 


Mar., 157; 


TELEPHONE ACCESSORIES 
Fisher Research Laboratory, Inc. 
New York Telephone Co 

Remler Co. 


TELEVISION SYSTEMS 


Thompson Products, Inc 


TIMER FOR MACHINES 
Engler Instrument Co 


TIME RECORDERS 
Stromberg Time Corp 


TOWELS, SOAP DISPENSERS 
Bobrick Dispensers, Inc 
Linen Supply Assn. of America . 





| PAYMASTER 




















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck “Outlook Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 

name, This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1 W Washington Blvd Chicago 7, Ilinors 


For More Information Circle No. 185 
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TYING MACHINES 

B. H. Bunn Co 

Felins Tying Machine Co 
TYPEWRITER, FORMS 
Royal Typewriter Co 


TYPEWRITER PARTS, SUPPLIES 

Ken Campbell Office Equipment Co 
Wilhelm Dreusicke & Co Jan., 210: 
Lansdale Products Corp Feb., 146; 
|. T. Morris Co. 

North Shore Nameplate, Inc 

Pearl Engraving Corp 

Rivet-O Mfg. Co 

Romaine Mfg. Co 


TYPEWRITERS, PORTABLE 


Facit. Inc 


TYPEWRITERS, STANDARD 

Remington Rand Div., Sperry Rand Corp 
Siemag Office Machines Corp. 
Smith-Corona, Inc 

TYPEWRITER RIBBONS 

Kee-Lox Mfg. Co 

Rochester Ribbon & Carbon Co 


WATERCOOLERS 
Cordiey & Hayes 
Ebco Mfg. Co 
Sunroc Corp 





THIS INDEX SAVES YOU TIME when you 
keep your copies of THE OFFICE in these 
handy binders. Two binders hold the entire 
year’s issues with the complete index in the 
last copy (June and December) in each 
binder. Send $3 for your set of two binders 
(not sold singly) to Office Publications Co., 
232 Madison Ave., New York 16. 


For More Information Circle No. 186 
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Index to THE OFFICE, Volume 44 
July through December, 1956 


Accountant and His Work in Ancient Times, The, Roy ee 

Accounting Machine Can Index Big Books , 

AMA Office Conference in New York, October I5- o., 

An Office Holiday, Addison H. Hallock . wees 

Associations? What Do You Get Out of, Edmond W. McNamara 

Automatic Machines Can Simplify a System, How, 

George J. Kelley & Kenneth A. McCarthy 

Automation, The "Dangers" of Waiting for, William Alden & Franklin Wyman Jr. ... 

Automation to the Small Office, Savings & Loan Firm Brings, Richard Neumaier ..... 

Billing System for Radio and TV Stations, A Machine, K. T. Murphy 

Card Punching, Source Documents Speed Up, Arthur W. Clark 

Cleaning and Maintenance, Office, Sidney Feldman 

Coding Forms to Control Filing and Records Disposal, Danie/ L. Grant 

Collecting Small Past-Due Accounts, L. Roy Christie 

Dark, Much of Bank's Office Work Is Done After 

Desk Height Can Influence Typing Output, Clarabelle McDermand . 

Disputes Between Employees, Settling, B. W. Elsom 

Don't Pass Up Your First Big Step—to Supervisor!, Alfred M. Cooper 

Drug Wholesalers Report Increase in Clerical Productivity 

Efficiency, The Disturbing Factors That Reduce Office, Ernest W. Fair 

Electroluminescent Light 

Employee: Professional or Chattel? The Office, W. Miler Bennett es 

Employee Relations, Right or Wrong In... . . July, 118; Aug., 86; Sept., 153; 
Oct., 121; Nov., 159; Dec., III 

Experience, Evaluating Office, C, M. Litteljohn S 2a 

Eye Care is Neglected 

Fifty Years, Looking Back, Fred DeArmond 

File Registration, An Index Form for, Stanley H. Mansbridge 

Files But Reduced Personnel, Palm Beach Co. Expanded, John G. Craven 

Fire Protection for Offices 

Forms Analysis Can Answer Most Business Problems, Danie/ L. Grant 

Forms Are Your System's Memory, Record, Leslie Matthies ... 

Forms Control Program, How Progress Is Reported i in a, Ray Marien 

Forms Distributors, | 1th Annual Convention of Independent . 

Forms, Simplified Instructions for Employees on Use of, Bernard T. Hoffey 

Forms to Control Filing and Records Disposal, Coding, Daniel L. Grant 

Forms You Can Make on Your Office Duplicator, Simple, John Hockman ... j 

George Washington Bridge, Keeping Toli Collection Records on the, Sidnoy Shepherd. July, 

Handbook, How to Produce an Employee, Robert C. Fouhy 

Handwritten System That Beat a Machine, A, Harry L. Mitchell 

Inhibitions Slow Your Progress, B. W. Elsom 

Invoices Earlier Cuts Payment Time in Half, Mailing ..... Mp 

John Hancock Converts from Punched Cards to Magnetic Tape 

Job Grow, Five Ways to Make Your, B. W. Elsom 

Land Title Records, Maintaining Chicago's Millions of ane 

Layout, Use Your Organization Chart to Plan Your Office, William B. Worthington " 

Live Longer, How to 

Machine Servicing Practices, Office 

Machine Utility, Self-Balancing Meter System Records Office, Richard D. Long ; 

Mechanics, Procurement and Training of Office Machine, O. S. Traylor 

Motion Studies?, Why Don't More Offices Use, J. P. Lesperance 

National Business Show in New York 
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NOMDA Convention in Houston, July 8-11, Annual 
"No", Six Rules for Saying, B. W. Elsom 
NSOEA's Annual Convention and Exhibit in Chicago Opens Sept. 29 
Obey You, Don't Get Mad at People Who Don't, B. W. Elsom : 
Offset Masters Direct From Type 
Order Fulfillment, A Procedure for Small Parts, Eugene V. Eckert 
Organized Workers, Learn How to Deal with, Andrew J. Dalton Jr. ...... 
Palm Beach Co. Expanded Files But Reduced Personnel, John G. Craven 
Paperwork Costs Are Controllable, All, A. C. Sipes ... 
Pay, Average Standard Weekly Hours of Work and Straight- Time Weekly . 
Payroll of the Christmas Seal Printers, _— the, William B. Jones .... 
Pens Is Steel Strike "Cupid", Producer of . , 
Piecework Payroll System That Saves $7300 4 Year, A, Harry Edelson & Dorothy Duke Dec., 
Premium Prepayment Cuts Office Work .... = .Oct., 
Racket?, Is the Job of Office Manager a, ‘Edmond W. McNamara .............. "Nov., 
Radio and TV Stations, A Machine Billing System for, K. 7. Murphy ............... Oct., 
Reports a Part of Your Systems Plan, Make All Your, Les/ie Matthies .. Nov., 
Report Writing, Preliminary Planning Assures Successful, John R. Mayer ...........Sept., 
Reproduction, Manual of Office, Irvin A. Herrmann .... ....Nov 
Savings & Loan, Annual Convention in Philadelphia Will Celebrate 125th Year of . ..Nov., 
Savings & Loan Firm Brings Automation to the Small Office, Richard Neumaier 
Scales—They May Be Wasting Your Money, Check Your Postal, Arthur Sanders .. 
ab 5 What | Expect in Office Machine, T. M. Sherwood .. 
Springboard to Action, A, Leslie Matthies ... 
Stenographer?, Just How Good Is a Good, H. M. ‘Overley 
Storage Problems, Applying Factory Techniques to Office, Robert Griffith 
Suggestion Box Attracts Attention, Musical, W. S. Waggoner 
Suggestion Systems, Pitfalls to Avoid in, Andrew J. Dalton Jr. .. 
Systems Meeting in Philadelphia, October 22-24, 9th International 
Tabulating Sheets, Backing Boards for Stock, L. FE. Griffith 
Tax Accounting in Sacramento County 
Ten Commandments of Management . , 
Toll Collection Records on the George Washington Bridge, Keeping, Sidney Shepherd. July, 
Tongue, Seven Dont's for Your, B. W. Elsom ..... 
Unionization Mean to You? What Would Office, Andrew J. Dalton Jr. 
Wages Which Are Excluded from Gross Income, Reporting, Joseph P. Murtha 
Water?, How Much Are You Paying for, William J. Mays 
Women in Business, Physiology of, Sidney Feldman 
Wood in Office Furniture, The Return of, Wolf Von Eckardt ...... ae 
Work Simplification Training in Practice at Solar Aircraft Co., Jerome Kearful 
Writing Style, How to Improve Your, David C. Greenwood 


Index to New Products, 
July through December, 1956 


ACCOUNTING MACHINES Fremaco International, Inc, ............... Sept., 


104 Johnston Adding Machine Co. ........... Sept., 
Monroe Calculating Machine Co. 

Olivetti Corp. of America Oct 
ACOUSTICAL MATERIALS Remington Rand Div., Sperry Rand Corp.. ‘oe 


Armstrong Cork Co Sept., 166 ADDRESSING MACHINES 


gS ae errr rer. Dec., 146 Addressograph-Multigraph Corp 
ashew Business Machines, Inc. 
ADDING MACHINES Efficiency Machines Corp. 


Alma Office Machine Corp. .............. Aug., 9% Weber Addressing Machine Co. 


Friden Calculating Machine Co. Ass. 
Remington Rand Div., Sperry Rand Corp...July, 16! 


*This 210-page manual is bound separately and copies are $3.25 each. 
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AIR CONDITIONERS 


General Air Conditioning Corp. . 
Gubelin International Corp. .. 
Worthington Corp. 


ALARM SYSTEM 
Koiled Kords, Inc, . 


ASHTRAY 
Airkem, Inc. 


AUTOMATIC DATA PROCESSING 
Clary Corp. 

Commercial Controls Corp. 

Friden Calculating Machine Co. 


ov 
International Business Machines Corp..Oct., 


Moore Business Forms, Inc. .... 

Remington Rand Univac Div., 
Sperry Rand Corp. 

Royal McBee Corp. 

Standard Register Co. 

Underwood Corp. 


AUTOGRAPHIC REGISTERS 


American Register Co. 
Moore Business Forms, Inc, 


BINDERS 


Elbe File & Binder Co 
Heinn Co. . 
McBee Co. 


ODEO: occea xh ies lcnsasavecs acvun 


BINDING, PLASTIC 
Cummins-Chicago Corp. 


BOOK TRUCK 
Catekitt Gratiemion, tac. .....cscccccvcscss 


CALCULATORS 

R. C. Allen Business Machines, Inc. 
Facit, Inc. 

National Office Machine Co, 
BULLETIN BOARD 

Arlington Aluminum Co. 


CALENDARS, DESK 


L. D. Blehart Co, 
Keith Clark, Inc. 
Wilson Memindex Co. 


CARPET UNITS 
Karpet-Square Div., 


CASH REGISTERS 
Clary Corp. 


Allen Industries, Inc... 


Labelon Tape Co. . 


CHECK PROTECTORS 
Todd Co. ; 
Adjustable Caster Co. 
Master Mfg. Co. 


CLOTHES RACKS 


Borroughs Mfg. Co, .. 
Gingher Mfg. Co. .. 


COLLATORS 
Associated Industrial Designers.Aug., 114; 
Collamatic Corp. 
July, 142; Sept., 201; Oct., 170; 
Thomas Collators, Inc. .. Sones 3 


COPYHOLDER 


Hall-Welter Co. . 
Lansdale Products Corp. 


COPYING MACHINES 

(Also see Photocopying Machines) 
Haloid Co 
Minnesota Mining & Mfg, Co, 


COUNTING MACHINE 
May Engineering Co. 


DESKS 


Arnot-Jamestown Div. ............. 
Corry-Jamestown Corp. 

Executive Furniture Co, . 
Globe-Wernicke Co. 

H-O-N Co. ; 

Imperial Desk Co. 

Invincible Metal Furniture Co. 
Milwaukee Metal Furniture Co. 
Northwest Metal Products Co. 
Shaw-Walker Co, 


DESK STABILIZER 
Gonco Mfg. Co. 


DICTATING MACHINE 
Magnedisk Dictating Co. . 


DRAIN PIPE CLEANER 
Miller Sewer Rod Co. .......... July, 146; 


DUPLICATING ACCESSORIES, SUPPLIES 
American Detergent Co. 
American Stencil Mfg. Co. 
Anchor Chemical Corp, 

A. B. Dick Co. 

Frankel Carbon & Ribbon Co, 
Mim-E-O Stencil Files Co, 
Peerless Imperial Co. 


..July, 134; 


Aug,., 
Sept., 
veo aeeens 


Nov., 


..Sept., 
mS 


Nov., 


ECL) RAE ARO er RYE Sept., 


Oct 


Nov., 


t., 
bet” 
ec. 

-Oct.. 


.. Sept., 


cane enee ..Dec., 
iidsiee Se bdseCaece Sept., 


SUNaeeOran eC eaeeres enh ete July, 


228 
208 


182 


168 


198 
167 
189 


123 
198 


175 


129 


202 


213 
126 
121 
199 


COREE OE” 02 se sabevacannsceceens Sept., 160 
Rex-Rotary Distributing Corp. .Dec., 142 


CHAIRS h Scata-Grime Mfg. Corp. ............0.000- Nov., 186 
Blair Aluminum Furniture Co. Zarkin Machine Co 


? ™ eieee dani hivas.i<nenascan Oct., 192 
Clarin Mfg. Co. ? 


Cramer Posture Chair. Co. DUPLICATORS, OFFSET 

eae ee (Also see Offset Supplies) 

mperi 

Invincible Metal Furniture Co. Davidson Corp. cs ..Aug., 127 
B. L. Marble Chair Co Ditto, Inc. sv e'sin cia Day 
Milwaukee Chair Co. .... ert te Whitin Business Equipment Corp. 5 manner’ Sept., 160 
Milwaukee Metal Furniture Co. 

Ohio Chair Co 

Precision Mfg. Co 


DUPLICATORS, SPIRIT 


A. B. Dick Co. 


Fordigraph t 
CHART-MAKING MATERIALS ae ee 


Chart-Pak, Inc, 


Sept., 163 
ana bigieacwitatan Oct., 182 
own Corp ., 120 
Standard Duplicating Machines Corp, ..... Oct., 163 
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DUPLICATORS, STENCIL 


A. B. Dick Co. Dec., 118 


Addo Machine Co. ..... Dec.. 122 


ELECTRONIC COMPUTERS 
(See Automatic Data Processing) 


ENVELOPES 
Columbia Envelope Co 


ERASERS 
A. W. Faber-Castell Pencil Co 


EXPORT DATA 
RCA Communications, Inc 


FILES 

R. C. Allen Business Machines, Inc 
Convoy, Inc 

Culver Products Co 

Ferris Business Equipment, Inc 
Haskell, Inc. 

Jayem Sales Corp. 

Oxford Filing Supply Co 
Smead Mfg. Co. 

Vue-Fax Corp. 

Wassell Organization 


FILES, BLUEPRINT 


Momar Industries 
Plan Hold . 


FILES, KEY 
P. O. Moore, Inc 


FILES, SHELF 
Borroughs Mfg. Co 
Rud. Furrer Sons Ltd 
Jasin Mfg. Co. 


FILING SUPPLIES 

G. J. Aigner Co 

Cramer Posture Chair Co 

Ezyindex Products Corp. 

George B. Graff Co 

Smead Mfg. Co. Aug., 130; Sep 
Universal Paper Goods Co. . ‘ 


FLOOR MAINTENANCE 
Advance Floor Machine Co 
Clarke Sanding Machine Co. 
S. C. Lawlor Co 

Premier Co 

Simonize Co 


FOLDING MACHINES 
Davidson Corp. 


FORMS BURSTER 
Moore Business Forms, Inc 
Standard Register Co 


FORMS, PRINTED 


Baltimore Business Forms Co 
Carteret Printing Co 
Cromwell Printery, Inc 
Arthur J. Gavrin Press, Inc 
National Litho Forms Co 
Spot Carbon Products 
Wilson Jones Co. 
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HAND-FACE DRYERS 
American Dryer Corp 


INKED RIBBONS 
American Stencil Mfg. Co 
Cashere Corp 

Quest Mfg. Co 

Old Town Corp 


INTERCOMS 
Radio Corp. of America 
KEY FILING SYSTEM 
P. O. Moore, Inc 


LADDERS 
Rol-Away Truck Mfg, Co 


LETTEROPENERS 


Bohn Duplicator Corp 
Standard Stationery Supply Co 


LIGHTING 

Day-Brite Lighting, Inc 
Globe Lighting Products, Inc 
Holophane Co 

National Lighting Bureau 

M. G. Wheeler do 


MACHINE STANDS 
Badger, Inc 
Maso Steel Products, Inc 


MAILROOM EQUIPMENT 
Federal Equipment Co 
Kord-Mar Co 

Pelouze Mfg. Co 
Pitney-Bowes, Inc 


MICROFILM EQUIPMENT 
Filmsort Div. of Dexter Folder Co 
Flofilm Division, Diebold, Inc. 
Recordak Corp ae 
Remington Rand Div., Sperry Rand Corp. 


NUMBERING & MARKING 
Force Western, Inc July 
Wm. A. Force & Co 


OFFSET ACCESSORIES, SUPPLIES 
Allied Litho Supply Co 

M. P. Goodkin Co 

Kenro Graphics, Inc 

Litho Engineering & Research 
Miller-Lauffer Printing Equipment Corp 
NuArc Co. Aug., 122; 
Polychrome Corp. 
Remington Rand Div., 
Ro!l-O-Graphic Corp 


PAPER CORNER ROUNDERS 
Lassco Products, Inc Dec., 123 


PAPER CUTTERS 
Challenge Machinery Co 
Lansdale Products Corp 
Michaei Lith, Inc 

Photo Materials Co 


PAPER DRILL 


Challenge Machinery Co. : Aug., 99 
Pioneer Toledo Corp ... July, 136 


156; Aug., 139; 


Sperry Rand Corp. ; 


Nov., 169 
Nov., 205 
Oct., 167 
Nov., 182 
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PAPER PUNCHES 


Acco Products, Inc. 
General Binding Corp. 
New England Paper Punch Co. 


PAPER SHREDDER 
industrial Shredder & Cutter Co 


PAPER STOCK 
Eastern Corp. 
Mead Papers, Inc, 


Aug., |! 
Neenah Paper Co....July, 134; Aug., 118; 


PARTITIONS 


GR Products, Inc. . 
Marnay Sales Div, 


PAYROLL DEDUCTION TABLES 
Lelbridge Calculating Systems, Inc, 
Onyx Precision Forms Co 


PENS, PENCILS 


A. T. Cross Co, .. 

Cushman & Denison. 

Eagle Pencil Co. 

Fisher Pen Co. . 

David Kahn, Inc. 

Koh-l-Noor Pencil Co. 

Parker Pen Co. ... Pree 
Parkway Pen Service Aug.., 
Tru-Tip Writing Instrument Corp. 


PENCIL SHARPENERS 
C. Howard Hunt Pen Co 


PERFORATORS 
Cummins-Chicago Corp. 


PHOTOCOPYING MACHINES 
‘Also see Copying Machines) 
american Photocopy Equipment Co 
Copycat Corp. 

Cormac Industries 

Eastman-Kodak Co. 

General Photo Products Co. 

Haloid Co. 

Photorapid of America ‘Inc. 


Remington Rand Div. = pany Rand Corp... 


Rovico, Inc. 


POSTING TRAYS 


Evans Specialty Co. . 
Meilink Steel Safe Co. 
Posting Equipment Corp. 


PROOFPRESS 
Challenge Machinery Co. .... 


SAFES 


Miller Lock & Safe Co. .. 
Meilink Steel Safe Co, .. 
Schwab Safe Co 
York Safe & Lock 


SOUND CONTROL 
Gates Acoustinet Co 


STAPLERS 


Bostitch, Inc Sept., 
International. Staple & Machine Co. 
Vail Mfg. 
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STATIONERY SUPPLIES 
Alliance Rubber Co. 

Alvin & Co peat 
Angler's Ce... inane 
Archer Label Co. 

Bankers & Merchants, Inc, 
Bates Mfg. Co 

Brandt Corp 

Brewster Co 

Carter's Ink Co. 

C-Thru Ruler Co Serer 
Dennison Mfg. Co. .. 
Koh-l-Noor Pencil Co. 
Labelon Tape Co. 

Van D, Mark ... 
Minnesota Mining & ‘Mfg. Co 


July, 136; Oct., 177; 
Office Products, Inc ... Sept., 164; 


Plymouth Rubber Co 
Realty Supply . 
Schlegel Mfg. Co. .. 
Sengbusch Co. ... 
Silver Bells, Ltd. .. 
Smead Mfg, Co. . 


STORAGE CABINETS 


Campro Sales Co 
Supreme Steel Products Corp 


TAB CARD RECONDITIONER 
Cummins-Chicago Corp 


TABLES 
Lehigh Furniture Corp. 
Scheiber Sales Co. 


TELEPHONE ATTACHMENTS 
Braden Steel Corp. ......... 
E-Z Dial Specialty Co. ... 
Boyce Morgan Associates . 
Rest-A-Phone Co. J. 


TYPEWRITERS, ELECTRIC 


Remington Rand Div., Sperry Rand —— 
Smith-Corona, Inc. 


TYPEWRITERS, PORTABLE 

Remington Rand Div., Sperry Rand Corp. 
Royal Typewriter Co. ....... ‘ 
Smith-Corona, Inc, .. 

Craig Woodruff 


TYPEWRITERS, STANDARD 


Remington Rand Div, ...... Sept., 214; 


Underwood Corp. 


TYPEWRITER PARTS, TOOLS 
rar ag Mining & Mfg. Co. 
J. J, Co 


Ssuaiian Sundries Co., Ltd 


WASTE CONTAINERS 


Bennett Mfg. Co. . 
Lexco isqiacucine & Mfg. “Corp. July, ISI; 


Dec., 


July, 
Nov., 
Nov.. 


.. July, 


Dec., 
Sept., 
Sept., 
Aug., 


.Sept., 
.Sept., 


Nov., 
Sept., 
Oct., 


Dec., 
Oct., 
Dec., 
July, 
July, 
Oct., 
July, 
Aug., 


Aug., 
July, 


July, 


Sept., 
Nov., 


Oct., 
Aug., 


July, 
Dec., 


Aug., 
Nov., 


Sept., 
Aug., 
Nov., 

Dec., 


128 
148 
195 
170 
164 
148 
229 
168 
126 
18! 
162 
205 
214 
178 


119 
205 
130 
157 
154 
202 
164 
128 


136 
170 


141 


95 
166 


224 

92 
166 
131 


183 
, 209 


, 218 


‘| 207 


on 


WATERCOOLERS, BEVERAGE MACHINES 


Lehigh, Inc 
Powell Enterprises. “Inc. 


WIRING, EXTERIOR 
CMG Industries, Inc. .. 


NVEPIIIONE CIOEIES <5 kocacidsivcewessacceeas 


Nov. 


Dec., 
Sunroc Corp, .. July, 128; Dec., 


.. Sept., 
July, 


135 


176 
217 


173 
149 
135 


202 
14) 


189 





